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Thefollowing problems wer e discovered asaresult of areview conducted by our
office of the Miller County Sheriff’s Department.

On May 16, 1998, the Sheriff held a sale of surplus and unclaimed property. The sale
advertisement stated that more than 200 surplus and unclaimed items were to be sold;
however, acomplete listing of al itemsto be sold was not prepared and retained. In
addition, a complete listing of al monies received was not maintained. Thefinal
settlement record signed by the auctioneer indicated sale proceeds totaled $5,818.
However, copies of receipt dips retained by the Sheriff’s office totaled only $5,661.
Without a complete listing of items to be sold and those actually sold and for what
amounts, the Sheriff has less assurance that all sale proceeds were accounted for

properly.

Some sale proceeds were not collected the day of the sale. The Sheriff’s father did not
pay for his purchases ($822) until aweek later, and the Sheriff did not pay for items he
purchased ($275) at the sale until July 1998. In May 1999, the Sheriff paid $260 to the
County Treasurer to cover a shortage that was noted when a reconciliation was
prepared of sale proceeds to amounts turned over to the County Treasurer.

Also, at the time of the sale, the Sheriff’s procedure was to charge a $5 gun permit fee
for al gun permits issued, except for those permitsissued to individualsinvolved in
law enforcement or the judicial system. However, the Sheriff did not require his father
to pay gun permit fees for the six permitsissued to him for guns purchased at the sale.
The Sheriff stated that his father is not involved in law enforcement or the judicial
system.

Balances on deposit for inmates exceeded the balance in the Inmate Account by $148.
From June 1998, when this account was opened, until August 1999, more than
$20,000 of commissary inventory was purchased from this account to be resold to
inmates at aten percent mark up. However, as of August 1999, the balance in the
account showed no profit, and no monies had been paid over to the county’ s General
Revenue Fund.

In addition, improvement is needed in the accounting controls and procedures for other
receipts and activities of the Sheriff’s office. Cash receipt and disbursement records
are not complete, and bank reconciliations are not performed for the various accounts.

Three bonds totaling $1,580 were collected by the Sheriff’s office and not deposited.
Two were discovered missing when the court notified the office it had not received the
bonds. A third missing bond was detected during our audit. Many of these concerns
were also noted in aprior report issued by our office.



SPECIAL REVIEW OF
SHERIFF S OFFICE
MILLER COUNTY, MISSOURI

TABLE OF CONTENTS

Page

STATEAUDITOR SREPORT . ... e e 1-2
EXECUTIVE SUMMARY . e e e 34
MANAGEMENT ADVISORY REPORT . ... .. e 5-12

Number Description

1. Sheriff'sSale . ... 6

2. Accounting Controlsand Procedures . . .. ... 7
FOLLOW-UP ON STATE AUDITOR'S PRIOR RECOMMENDATIONS ............ 13-16



T -y
g

gt
s e
! |1_"-'“r.:-' '%.__:'
T - el Pl

*;'.-'x_ -"ﬂ'._.__l"u- /

= .
AL rog i
il

CLAIRE C. McCASKILL

Missouri State Auditor

L

o,

b

County Commission of Miller County, Missouri
and
Sheriff of Miller County, Missouri

We have conducted a special review of the records, accounts, and procedures of the
Sheriff's office of Miller County, Missouri. The scope of the special review included, but was
not limited to, the period January 1, 1999 through August 11, 1999 and the year ended December
31, 1998. The objectives of this review were to:

1. Review and evaluate certain controls and procedures regarding the collection of
and accounting for various receipts.

2. Review compliance with certain constitutional provisions, statutes, and attorney
general’ s opinions.

3. Follow up on prior audit recommendations.

Our review was made in accordance with applicable generally accepted government
auditing standards and included such procedures as we considered necessary in the
circumstances. In this regard, we reviewed the financial records and procedures of the Sheriff’s
office, interviewed personnel of the office, and examined other records and documents as we
considered necessary for the review.

Our review was limited to the specific matters described above and was based on the
selective tests and procedures considered appropriate in the circumstances. Had we performed
additional procedures, other information might have come to our attention which would have
been included in this report.
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The accompanying Management Advisory Report presents our findings, comments, and
recommendations arising from our audit of the Sheriff’s office of Miller County, Missouri.

(G WSt
Claire McCaskill
State Auditor

November 4, 1999 (fieldwork completion date)
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SPECIAL REVIEW OF
SHERIFF'S OFFICE
MILLER COUNTY, MISSOURI
EXECUTIVE SUMMARY

Complete listings of items offered for sde and monies received were not retained for asale of surplusand
unclaimed property in May 1998. Some sale proceeds were not collected the day of thesale. The
Sheriff'sfather did not pay for his purchases ($822) until aweek later, and the Sheriff did not pay for items
he purchased ($275) at the sale until July 1998. In May 1999, the Sheriff paid $260 to the County
Treasurer to cover a shortage that was noted when areconciliation was prepared of sale proceeds to
amounts turned over to the County Treasurer.

Thetota of themoniesheld for individua inmates exceeded the balancein the Inmate Account by $148.
From June 1998, when this account was opened, until August 1999, more than $20,000 of commissary
inventory was purchased from this account to be resold to inmates at aten percent mark up. However,
asof August 1999, the balance in the account showed no profit, and no monies had been paid over to the
county's General Revenue Fund.

In addition, improvement is needed in the accounting controls and procedures for other receipts and
activities of the Sheriff's office. Cash receipt and disbursement records are not complete, and bank
reconciliations are not performed for the various accounts. Three bonds totaling $1,580 were collected
by the Sheriff's office and not deposited. Two were discovered missing when the court notified the office
it had not received thebonds. A third missing bond was detected during our audit. Many of these concerns
were also noted in our prior Management Advisory Report.

Tom Russell serves as Sheriff of Miller County.
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SPECIAL REVIEW OF
SHERIFF'S OFFICE
MILLER COUNTY, MISSOURI
MANAGEMENT ADVISORY REPORT

Sheriff's Sale “

On May 16, 1998, the Sheriff held a sale of surplus and unclaimed property. The sale
advertisement stated that more than 200 surplus and unclaimed items were to be sold; however,
acompletelisting of al itemsto be sold was not prepared and retained. In addition, acomplete
listing of all monies received was not maintained. The fina settlement record signed by the
auctioneer indicated sale proceedstotaled $5,818. However, copiesof receipt dlipsretained by
the Sheriff's office totaled only $5,661. Without acompletelisting of itemsto be sold and those
actually sold and for what amounts, the Sheriff has |less assurance that al sale proceeds were
accounted for properly.

Some sale proceeds were not collected the day of the sale, and the monies were not deposited
intact. Cash waswithheld from the first deposit and used to pay expenses related to the sale
totaling $678. Thisincluded $441 of auctioneer commissions, $200 of paymentsto Sheriff'soffice
personnel for working at the sale and $37 for meals. These payments should have been made
through the county's warrant or payroll process. Of the $200 payment, the Sheriff stated he
received $50. The Sheriff should not have received compensation in addition to his authorized

saary.

On May 19,1998, $3,818 of the $5,140 total to be deposited ($5,818-$678) was deposited. The
Sheriff indicated hisfather had purchased someitemsaat the sale but was not able to take them that
day. Hereturned at alater dateto pick them up, and he paidfor theitemsat that time. Hischeck
for $822, which was dated May 24, 1998, was deposited June 2, 1998. On July 7, 1998, $275
of cash was deposited which the Sheriff indicated was his payment for items he had purchased at
the sde. Total depositsas of July 7, 1998, then totaled $4,915. It isnot clear what happened to
the remaining $225 ($5,140 - $4,915) of receipts.

From May 1998 to July 1998, disbursements from the account totaled $1,598, and included two
invoicestotaing $209 which dated back to June and July 1997. These disbursements should have
been processed through the county warrant system and in atimely manner. In addition, $35 had
been spent on flower purchases for employees. Sale proceeds remaining in the bank account
totaling $3,282 were turned over to the County Treasurer on July 7, 1998. Apparently sometime
after the sale, areport was prepared to reconcile the sale proceeds to amounts paid to the
Treasurer. Based onthisreport sale proceedstotaling $260 were still dueto the Treasurer. On
May 3, 1999, the Sheriff personally paid $260 to the Treasurer to cover the shortage ($225 of
undeposited receipts and $35 of flower purchases).

At thetime of the sale, the Sheriff's procedure wasto chargea $5 gun permit feefor al gun permits
issued, except for those permitsissued toindividualsinvolved inlaw enforcement or thejudicia
system. However, the Sheriff did not require hisfather to pay gun permit feesfor the Six permits
issuedto himfor gunspurchased at thesale. The Sheriff stated that hisfather isnot involvedinlaw
enforcement or the judicial system.



WE RECOMMEND the Sheriff maintain complete listings of items offered for sdle and monies

received for any future sales. Inaddition, areport of each sale should be prepared and all sale
proceeds deposited and/or paid to the County Treasurer in atimely manner, and gun permit fees
need to be collected for al applicable gun permits.

AUDITEE'S RESPONSE

The Sheriff indicated this was the first auction the county or his office had held. In the future, they
will certainly keep all receipt dips. They did have a complete listing of itemsto be sold, but lost it
when the computer crashed. They will keep a hard copy and a back up disk in the future.

All monies will be deposited in the bank and disbursed by check in the future.

The Sheriff believes that while setting up the sale was a part of his duties, conducting the sale was
not. He has, however, upon advice of his attorney, returned his $50 and the $37 to the county. The
older hills paid from the account wer e towing charges related to the sale items and were paid from

sale proceeds.

Regarding gun permits, everyone is now charged a $5 gun permit fee.

2.

Accounting Controls and Procedures

B.1.

Accounting duties are not adequately segregated. Currently, The Office Manager is
primarily responsiblefor receiving, recording, and depositing al moniesand for preparing
andsgning dl checks. Therewereno independent reviews of thework performed by this
employee.

To safeguard against possibleloss or misuse of funds, internal controls should provide
reasonabl e assurance that all transactions are accounted for properly and assets are
adequately safeguarded. Internal controlswould beimproved by segregating the duties
of receiving and depositing monies from that of recording receipts and preparing
disbursements. If proper segregation of duties cannot be achieved, at a minimum,
procedures for adequate independent review should be established.

Receipt dipswere not issued for some moniesreceived and redi-form receipt dipswere
issued for some moniesrather than official, pre-numbered receipt dips. Inaddition, the
numerical sequence of receipt dipswas not accounted for properly. Some receipt dips
were not issued in order, some were skipped and not properly defaced to prevent later
use, and some voided receipt slips were not properly retained.

Toensureal moniesare properly handled, official, pre-numbered receipt dips should be
issued for all monies received, and receipt slips issued should be reconciled to bank
deposits. Thereconciliation of receipt slips to deposits should include agreeing the
composition of receipt dips (i.e. cash, checks, and money orders) to the composition of
deposits. In addition, the numerical sequence of receipt dips should be accounted for

properly.



2. Receipts were not deposited in a timely manner. Deposits into the Inmate and
Miscellaneous A ccounts were made only threeto four times per month and ranged from
$321 to $16,790. Depositsinto the Bond Account were made only once or twice per
week.

To ensure al monies are properly accounted for and to adequately safeguard cash
receipts, deposits should be made intact daily or when accumulated receipts exceed $100.

During the audit period, at |east three cash bondswerereceived but were not deposited. One
bond in the amount of $1,200 was received June 12, 1998, but discovered missing. Proceeds
from the May 1998 sale of surplusand unclaimed property were used to pay thisamount to the
court. Another bond in the amount of $330 was received November 12, 1998, but discovered
missing. Theofficer who rece pted those monies reimbursed the Sheriff's office for the shortage
in October 1999. Both of these shortages were noted by the Sheriff's office when the respective
court notified the Office Manager that the bond had not been remitted to them. A third bond
totaling $50 received October 2, 1998, has also never been deposited and isnot on hand. That
shortage was not detected by the Sheriff's office.

These shortages could have been prevented or detected in amoretimely manner if the above
recommendations which were also made in our report issued for the three years ended
December 31, 1997, had been implemented. The Sheriff responded in that report that those
recommendations had been implemented.

Asof August 11, 1999, the Sheriff maintained six bank accounts. Cash control ledgers
or other listings of receipts and disbursements were not complete and periodic book
balances were not maintained for the various accounts. In addition, formal bank
reconciliations were not prepared for any of the accounts.

Complete and accurate cash control records are necessary to provide accountability over
funds, provide summarized financid informetion, and facilitate reconciliationsbetween bank
and book balances. Formal bank reconciliations are necessary to ensure accounting
records agree with bank records and to detect errorsin atimely manner.

Monthly listings of open items (liabilities) are not prepared for the Inmate, Fine and Cog,
and Bond and Garnishment Accounts. We prepared open itemslistingsfor these accounts
asof August 11, 1999, and noted the following concerns:

1. Thetotal of themoniesheld for individual inmates exceeded the balancein the
Inmate Account by $148. The Inmate Account was opened in June 1998.
Between June 1998 and July 1999, more than $20,000 worth of inventory was
purchased for the commissary. The employee responsible for providing the
commissary service stated that all inventory was marked up ten percent.
Assuming that al inventory was sold, approximately $2,000 of profit should have
been generated during this period. However, no commissary profit was ever
turned over to the county, and the balancein the Inmate Account isnot sufficient
to account for any profit.

Thelnmate Account open itemslisting includessome ba ancesthat arebeing held
for inmates which have been released. The Sheriff should attempt toefund
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these monies. Any monies remaining unclaimed should be disposed of in
accordance with state law.

2. Total open itemsfor the Fine and Cost Account exceeded the cash balance by
$3,081. Thisshortageislessthan the shortage noted in our prior audit. The open
itemsligting includes partia payments on cases dating back to 1991. If it appears
unlikely the remaining among owed on these cases will be odllected,
acourt order should be obtained to dlow the balancesin these casesto be gpplied
to costs or prorated among the various court cogts, if necessary. Attorney Generd
Opinion No. 26, 1973 to Oshorne, concluded that “1f, when liability has been
established, accrued costs cannot be collected in full, charges not having any
statutory priority or not allocated under court rule should be prorated.” Old
inactive case balancesincrease the volume of caseswhich must be monitored and
controlled, putting agreater burden on limited personnel resources. In addition,
falureto prorate available monieswhen it isunlikely the balance will be collected,
deprives the state and county of the use of those monies.

3. The cash balance in the Bond and Garnishment Account exceeded tluenified
open items by $837.

Monthly listings of open items should be prepared and reconciled to cash balancesfor
each account to ensure monies have been properly recorded and handled and sufficient
fundsareavailablefor the payment of al liabilities. Differencesidentified through the
reconciliation process should beresolved in atimely manner. Unidentified or unclaimed
monies remaining in the accounts should be disbursed in accordance with state law.

The Sheriff maintains custody of aTraining and Equipment Account. Receiptsinto this
account were primarily donations and proceeds from the annua Sheriff'spicnic. Onthree
occasions, the Sheriff used thesemoniesto provideapayroll advanceto anemployee. In
all threeingtances, the advance was reimbursed by the employee. Employeesweredso
allowed to purchase law enforcement related equipment through this account and make
reimbursement over a period of time. The Sheriff did not retain adequate supporting
documentation for 6 of the 24 disbursements reviewed. At our request, the Sheriff
obtained copies of invoices from the vendors for these six items.

In addition, the Sheriff maintains custody of a Petty Cash Fund bank account. Receipts
into thisaccount were primarily proceeds of the May 1998, Sheriff's sdleand commissions
from vending machineslocated in the Sheriff'soffice. Onfour occasionsthese monies
were used to purchase flowers for employees due to death or illness.

These monies represent accountabl e fees which should be turned over to the County
Treasurer. Thereisno Satutory authority for the Sheriff to maintain such accounts outside
the county treasury. Inaddition, Attorney Genera'sOpinion No. 45, 1992 to Henderson,
dates, “. . . sheriffsof third class counties are not authorized to maintain a bank account
for law enforcement purposes separate from the county treasury.” The remaining account
balances should be transferred to the County Treasurer, and future donations and picnic
proceeds should be transmitted to the County Treasurer to be spent for law enforcement
purposes.



G.1.

Bank interest totaling approximately $1,300 has accumulated in the various bank accounts
asof July 31, 1999. These moniesa so represent accountablefeeswhich should beturned
over to the County Treasurer.

Upon incarceration, any moniesin the custody of aninmate are to be receipted for deposit
into the Inmate Account. However, inmates who are held only 12 to 48 hours are often
givenacash refund of their monies. Adequate supporting documentation wasnot retained
for some cash refunds.

Tofacilitate the reconciliation of receipt dipsissued to amounts deposited and to ensure
all monies are properly accounted for, adequate supporting documentation should be
obtained for al cash refunds.

The Sheriff provides commissary servicesto inmates whereby inmates are allowed to
purchase snacks and personal items. The Sheriff's office does not maintain perpetual
inventory records of commissary items. To adequately account for commissary
merchandise, adetailed inventory ledger should be maintained on a perpetua basis.
Perpetud inventory records should document the beginning balancefor eachitem, items
purchased, items sold or otherwise disposed of, and the ending balance of each item.
Periodic physical inventory counts should be performed and reconciled to perpetual
inventory records. Loss, misuse, or theft of commissary inventory may go undetected
without adequate inventory records.

The Sheriff maintains custody of the revenues generated through the sale of commissary
items. These monies are held in the Inmate Account and are used to replenish the
commissary inventory. Commissary proceeds represent accountable feeswhich should
beturned over to the County Treasurer. Invoicesto replenish the commissary inventory
should then be paid by the county.

Conditions similar to parts A. through E. were noted in our prior report.

WE RECOMMEND the Sheriff:

A.

B.1.

2.

Adequately segregate duties or establish procedures for independent review.
Issueofficia, prenumbered receipt dipsfor al moniesrece ved and reconcile them to bank
deposits, including composition. In addition, the numerical sequence of thereceipt dips
should be accounted for properly.

Deposit receipts daily or when accumul ated receipts exceed $100.

In addition, the Sheriff should obtain reimbursement of the $50 bond.

C.

Maintain complete and accurate cash control records and perform monthly bank
reconciliations for the various accounts.

Prepare and reconcile openitemslistingsto cash balances monthly and investigate any
differences.

In addition, we recommend the Sheriff:
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1. Ensure reimbursement is obtained for the $148 shortage in the Inmate Account.
The Sheriff should attempt to refund bal ancesto inmateswhich have been released
and any monies remaining unclaimed should be disposed of in accordance with

state law.

2. Along with the Associate Judge, review the older cases and determine the
gppropriaedisposition of moniesbeing held oninactive casesinthe Fineand Cost
Account.

3. Dispose of any unidentified monies remaining in the Bond Account.

E. Turn over custody of the Training and Equipment Account and the Petty Cash Fund bank
account and al future revenuesto the County Treasurer. In addition, accumulated interest
and all future interest should be turned over.

F. Obtain adequate supporting documentation for any refunds not made by check.
G.1. Maintainperpetud inventory recordsfor commissary itemsand reconcileinventory records
to periodic physica inventory counts. Any discrepanciesshould beinvestigated inatimely

manner.

2. Turnover commissary proceeds to the County Treasurer, periodically. In addition,
invoices to replenish the commissary inventory should be paid by the county.

AUDITEE'S RESPONSE

A&C. They now have an additional office employee and will be able to implement these
recommendations,

B. This needs to be done and will be done. The Sheriff will personally reimburse the bond
account $50.

D.1. They arereviewing the inmate accounts for indigents who were provided with commissary
items at no cost. They will bill the county for these items. And, they also believe someitems
purchased were given to all inmates and not resold as commissary items.

2. They will meet with the Judge and work to close out this account.
3. Thiswill be done.

E. The Petty Cash Account has been closed and the Training and Equipment Account will be
turned over to the Treasurer, aswell as any interest earned.

F. All monies will be deposited and disbursed by check.

G. They are in the process of contracting with a company to provide commissary services.
Profit from the sales will be paid to the county each time the vendor is paid.

-11-



Thisreport isintended for the information of the management of the office of Sheriff of Miller County,
Missouri and other applicablegovernment officials. However, thisreport isamatter of public record and
itsdistribution is not limited.
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FOLLOW-UP ON STATE AUDITOR'S PRIOR RECOMMENDATIONS
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SPECIAL REVIEW OF
SHERIFF'S OFFICE
MILLER COUNTY, MISSOURI
FOLLOW-UP ON STATE AUDITOR'S PRIOR RECOMMENDATIONS

Thissectionreportsfollow-up action taken by the Miller County Sheriff'soffice on recommendations made
in the Management Advisory Report (MAR) of our report of Miller County issued for the three years
ended December 31, 1997. The prior recommendations which have not been implemented, but are
considered significant, have been repeated inthe current MAR. Although the remaining unimplemented
recommendation has not been repeated, the Sheriff should consider implementing this recommendation.

Sheriff's Accounting Controls and Procedures

A. The Sheriff maintained several bank accounts for donations and LET fees.
B.1. Receipt dlipswere not issued for some monies.

2. Receptswere sometimesnot deposited in atimely manner. At February 9, 1998, the bookkeeper
was holding unidentified cash receipts totaling $320.

3. Checks and money orders were not restrictively endorsed until deposited.

C. Monies deposited into the miscellaneous bank account were not paid over to the county inatimely
manner.

D. The Sheriff held numerous bank accounts, including four inactive accounts. Bank reconciliations
were not prepared, and periodic check register or cash control totalswere not maintained for any
of the accounts.

E. Monthly listings of open itemswere not prepared for the fine and cost account and the bond and
garnishment account.

F. Accounting duties were not adequately segregated, and independent reviews of the work
performed by the bookkeeper were not performed.

G. Accessto seized property was not restricted to an officid custodian. Centralized recordsof seized
property were not maintained, and physical inventories were not performed and reconciled to
seized property records.

Recommendation:

The Sheriff:

A. Remit dl moniesin the Training and Equipment, LET, and DARE accountsto the County Treasurer
for deposit to the county's Generd Revenue, LET, and DARE funds, as gpplicable. Expenditures
should be authorized by the Sheriff and made through the County Commission’s normal
expenditure process as provided for in the budgets of the various funds.

B.1. Issuereceipt dipsfor all monies received.

-14-
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B.3.
& C.

Deposit receiptsdaily or when accumul ated receiptsexceed $100. In addition, the Sheriff should
determinethe proper disposition of all unidentified monies. Balanceswhich remain unidentified
should be disbursed in accordance with state law.

Restrictively endorse all checks immediately when received.
Turn over fees to the county monthly as required by state law.

Maintain daily check register or cash control totalsand perform bank reconciliations monthly for
the various bank accounts. I1n addition, the Sheriff should close dl inactive accounts with residua
balances.

Prepare monthly listings of fineand cost and bond and garnishment open items and reconcile such
listings to the cash balances. Any differences should be investigated and resolved.

Adequately segregate accounting and bookkeeping duties to the extent possible and ensure that
documented independent reviews of work are performed.

Establish an official custodian for evidenceand other seized property and maintain acentralized
inventory record of all property received including information such as adescription, persons
involved, current location, case number, and disposition of such property. Aninventory of dl items
on hand should be performed to ensure that items are properly identified, tagged, and logged.
Periodic inventories should be performed by an independent person to ensureinventory on hand
is properly logged and the log contains entries for al inventory in storage.

Partially implemented. Moniesinthe LET and DARE accountswere remitted to the Treasurer.
However, custody of the Training and Equipment Account and the Petty Cash Fund bank accounts
has not been turned over to the Treasurer. See MAR No. 2.

Not implemented. See MAR No. 2.
Implemented.

Partidly implemented. All inactive accounts have been closed. However, check registersor cash
control recordsare not maintained and bank reconciliations are not performed. SeeMAR No. 2.

-15-



Partidly implemented. Oneemployee hasbeen assigned ascustodian of evidenceand acentralized
inventory record was established in June 1998. However, a periodic inventory has not yet been
performed and someitemsin storage have not been identified to a specific case and added to the
inventory record. Although not repeated inthe current MAR, our recommendation remainsas
stated above.

* % * % %
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